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MEMORARDUM FOR: Chief, Management Staff

SUBJECT: Mechanization of Imgursnce Payment Accounting in the
Insurence and Claims Braach, Offiee of Perecmnel

1. A study has been mafic of the present manual methods used in the
Insurance and Claims Brench, Office of Persomnel, to record and control
inspurance premium payments to determine if a machine method can be
sdvantageonaly applied.

2. Because of time limitationa, the procefures and methods for
posting and comtrollicg cash psyments, mail payments and paymenta made
by payroll deductions could only be sufficiently reviewed to arrive at
s fair estimate of the savings and advantages which could be expecled
from a machine applicetion. Also, since Group Hospitalization In-
corporated has eatablished a punched-card procafure for its record
keeping requirements, the exsaination was confined to the following
plans:

s. Matual Beuefit Eealth and Accident Associstion

b. United Benefit Life Insurance Company (UBLIC)

e¢. War Agencies Employees Protection Association {WANPA)

d. Incoms Replacemernt

e. Dread Disssse

f. Air Flight

3. The findings of the atudy elearly iodicate that a posting

machine such as a Mationsl Cash Reglater Posting and Bilstribution
Machine, is nseded and can be fully justified. Bome of the benefits
and advantages which e¢an be realized through ite use ars:

a. Elimination of &duplieation of record posting

The posting machine method permits the posting of all
necesgsary records in a single operation.

Under present manual methods, cash psyments mumberingz
STATINTL |:|a wonth are recorded thrce gapsrate times as follows:

(1) Daily Register - posted by cashier
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{2) Policy Holders Record Card - posted by cashier

(3) Poliey Holders Posting Card - posed by posting clerks

It im conservatively estimated that the full time of two
posting clerks cen he saved through the use of a postiag mechine.
The salary thus saved would be spproximetely $6800.00 a year.

b. Batablishment of ecatrols

The use of a posting machine assures that the smount of
payment posted to all records is the same thereby eliminating errors
which can oceur each time a record is memually posted.

Under the present procedure thers are vo controls estadlished
over the mamial posting operations. Errors may cceur when

{1} The cashier posts the amcunt paid to the Deily
Regleter Sheet, ard to the Beeord Card and when

{2) Tne posting clerk posts the amount psid as showm on
the Register Bheet tc the policy holdsr's Posting Card.

Errcrs made in posting the Register Sheet sre recognized
when the cash is talanced at the end of the day, but they are not
easlily or necegaprily ldentified.

There is no control tape run on the smounts posted to the
Posting Cards to determine that the amcunts posted to all posting
cards equal the total smount collected sa shown on the Dally
Reglster Sheet. These errors are not recognized until the next
peyment is made by the poliey holder,

When all records are posted in a single cperation by a
posting mechine, the policy nolder can verify the scoursecy of
recording his payment by checking the smount posted on his record
card and be sssured that the amcunt is ascurately reflected in
the Agency's records.

c. lagible end uniform postings

Machine posted records are legidble and uniformly posted
providing neat, dusiness-like records.

The legidbility of and neatness of present records varies
with the handwriting of the csshisrs and posting ¢clerks.

.
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d. Expeditious daily balancing of gash

Tue posting machine sutommtically provides s journsl of
each amount posted for each type of insurance by each cashier.
AL the end of the day o Daily Stetement of Business s quickly
aud automatically posted showing

(1) Totml smount collected for esch type of imsursnce.
{2) Grand totsl collected for all types of insurance.
(3} Wuber of transacticos for eaah type of imsurance.

(&) Totwl muber of transsctions for all types of
insurance.

(5) Totel amount collected by each sashier.

(G} Totel sumber of transsctions handled by esch
<sahier,

Under the preseat procedure the cashiers must run an adding

mecaine fepe totsl of the asounts collected before thelr cash can
be balenced. This sddisg meachine operation is eliminated.

4+ Other advanteges are desaribed in the attacihed proposal pre-
pered by the representative of tue BEational Cash Mgilteg qugany?

2+« 1he eost of the machine pr to
a8 follows: proposed acet our recquirementes is

Natlonel Posting Machine - 3, 259.80

Cash drawers {2) with #1269
floor cabinet - £22.33
k590,13

The estinated anmal savings ¥i1: macunt to £580C. The

- o ¢ LI e A +2 e Sg mi ﬁ Wil-l
pn;t_mr the cost of the mechine in lens than a year. ‘ﬁ:«ereaﬁzg 8,
repetitive anmupl zaving of $650C wil) be realized. ’

Approved For Release 2003/08/13 : CIA-RDP86-00964R000100070052-3
-

STATINTL



